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Introduction 


The agenda process serves three primary purposes: 
communication, control and decision-making. As a comuni-— 


- Cation system, the agenda informs Gepartment heads, the 


City staff, the Board of Directors, the general public and 
the press. In essence, the agenda is a weekly sumary of 
the day-to-day business of the City. 


As a control system, the agenda process provides a formal 
weexly review o£ the City's business. All agenda items must 
be approved by the approoriate departrent head and the City 
Manager, and "New Business" items are reviewed by the City 
Attorney as well, before they reach the Board. Items with 
fiscal impact are also reviewed by the Finance Director and 
the Management Analysis Division. The purpose, timing, costs 
and financing are all subject to this internal review. 


Finally, and most importantly, the agenda process is a decision- 
making system which regularly brings City business to the 
attention of the City Manager and the Board of Directors for 
consideration: and action. 


In view of the importance of the agenda process to the opera-— 

tions of the City, it makes good management sense to carefully 
review this system to determine if there are areas requiring 
improvement. In recent months, both the League of Women Voters 

and the Pasadena Chamber of Commerce have raised concerns re—- 
garding the current procedures. Ina letter dated January 26, 
1981, the LWV expressed its concern that hearings scheduled for 

a certain time are frequently delayed, thereby inconveniencing 

the public and reducing the opportunity for public comment on 
major policy issues. The Chamber of Commerce, in a letter dated 
November 7, 1980, requested that consideration be given to irr 
proving the system for providing the Board with written input 
prior to the time when a decision on an item is to be made. 

These comments are illustrative of the need to provide appropriate 
procedures for interfacing with the general public. In addition to 
external comments, there have also been a number of suggestions’ 
made by both staff and Board regarding scheduling, control and att 
presentation of information. 


With the retirement of the City Clerk and the impending reorganiza— 
tion of the City Board, it appears to be an opportune time to take 
a new look at how we get things done in the City and to consider 
making changes. For the past several months, as Executive Assis- 
tant to the City Manager, I have had the opportunity to observe 
first-hand the effectiveness and efficiency of the current system, 
and to identify areas where improvements could be made. All con- 
tinuing members of the Board of Directors were surveyed to gather 
their input for this study. In addition, I have reviewed the 
professional literature as well as information on the agenda pro- 
cedures used in 14 large (over 100,000 population} cities across 
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.the country which have the Council-iManager form of government. 
This report will discuss the major areas of concern and cut— 
line recommendations for improving Pasadena's agenda process. 


Et. 


Tre Agenda Format 


Comments from the Plooc 


The Board has had an unusually permissive policy on nublic 
comments. In rost of the cities surveyed, comments froa the 
floor are strictly limited and are offered at only one tine 
during the meeting. (Appendix I to this report exolains the 
procedures utilized in these other jurisdictions to handle 
public comment.) In the past several months, it has not bean 
unusual to have these public comments run on for 45 minutes or 
longer, seriously upsetting the published agenda schedule relied 
upon by members of the general cublic. It is suggested that 
the Board place a time limit on public comments on non-agenda 
items at the beginning of the meeting. Public comments made 
at the end of tha meeting would not need to be as restricted. 
Interface with the public and techniques for its improvement 
will be discussed in greater detail in Part IV of this report. 


Hearings and Discussions 


Some time ago the Board meetings on the second and fourth 
Tuesdays were considered "fearing and Discussion" days and the 
first and third Tuesdays were used as "business" days and no 
major hearings and discussions were scheduled. Apoarently 
the inflexibility of the system gave way to the scheduling of 
hearings and discussions throughout the month. In order to be 
responsive to the public and to consider policy issues in a 
timely manner, it is no doubt preferable to continue this 
more flexible scheduling. Although this is a step in the 
right direction, there are still a number of problems in the 
current scheduling arrangements. 


Because of the number of zoning appeals which require the Board's 
attention, public hearings take up an increasing amount of the 
Poard's time. In addition, major policy issues also require hear— 
ing ard discussion. Asa consequence, the agendas have had a 
tendency to become "overloaded" with scheduled items and the 
Mayor and Board have conducted the meetings under the pressure to 
"keep on shcedule". In these circumstances, there is a greater 
possibility that major policy items will not receive the type of 
thoughtful consideration and discussion which is essential to 
responsible decision-making. 


With the exception of the first week of the month, when the 

Chamber is in.use by the 9th Circuit Court of Apoeals, afternoons 
are available for hearings and discussions. It has been the usual 
procedure, however, to schedule hearings and discussions in the 
morning so that the Board can conclude its business by noon. With 
the extra burden of acting as the Community Development Commission, 
it is quite likely that agendas will continue to remain heavy- 
Therefore, this increased workload should be acknowledged as a fact 


of life and the agenda schedule should be planned accordingly, 
using Loth morning and afternoon hours. 


the Mayor has quite correctly noted that the Roard's schedule 

iS bile: Ercing attresciG Chain”. They must keep moving along 

1f they are to keep on the time-table. It has been Suggested 
that tnis problem could be remedied by more precise planning of 
the schedule during the Thursday "Agenda Review" sessions. In 
fact, the great majority of the hearings and discussions are set 
during regular meetings of the Board by the Board members then 
selves. As noted earlier, the League of Women Voters has urged 
the Board "to incorporate more realistic scheduling of hearings, 
discussions and presentations in its future City Board agendas." 
the City Manager and the Mayor should jointly evaluate this matter 
and determine appropriate proceduces for addressing this problem. 


Rew Business 


New Business, which is frequently a rather lengthy list of admin- 
istrative action items, is handled gGuite efficiently ina “sweep 
motion”. Although some staff members have Suggested the use of 

a "consent calendar", the manner in which new business is currently 
handled appears to work as expeditiously as a consent calendar. 

The timing of "New Business" could stand sore improvement, however. 
Usually, the Board works in the -New Business between schzaduled 
hearings and discussions. -This procedure is sdazewhat dysfunctional 
to the crganization as well as inconvenient to the public. Depart- 
ment heads with a “New Business" item on the agenda tune into the 
Board meeting or stand outside the Council Chainoer Waiting for 

the item to come up. These hours spent waiting are generally not 
productive ones. Members of the public who call to ask when a 
particular item will be on are frustrated to learn that it can 

be any time that day, and it is difficult to predict the hour with 
any certainty. When a particular "New Businass” item involves the 
comment and/or participation of an outside attorney or consultant, 

it is usually possible to take the item “out of order” at a certain 
time. It would be even more helpful to schedule “New Susiness” 
inmediately after "comments from the flcor" and before any hearings 
and discussions. In this way, department heads are free to carry out 
their responsibilities for the rest of the day and the general public 
can be given at least a general time-frame for the Board's consideration 
of new business. This becomes a particularly important consideration 
now that the Foard will be meeting at 3:30 p.m. one Thursday a month. 


Information from OfEicers and Departments 


Each week the agenda carries claims against the City under Informa—- 
tion from the City Clerk. Risk Management has indicated that this 
is probably not to the City's advantage and may well encourage addi- 
tional litigation. Since the Board always "files" the claims in 

a routine motion, it has been suggested that this item be dropped 
from the agenda and included in the Board Letter. 


The Government Tort Liability law of the State Code does require, 
however, that such clannas be filed. Filing these clains ti:ough 
the City Clerk is the most expeditious way of handling this matter. 
The City Attorney has suggested that infoceation concerning claims 
need not be detailed in as specific a imanner as is currently uti- 
lized. If the Board should want the additional intouaation con- 
cerning the amount and type of claim, it could be providsi in 

the Board Letter; and the disposition of such claims could be 
provided in the City Attorney's "potrourri". 


Comaunications and Petitions 


In the course of interviewing the various Board members, the policy 
of including all correspondence addressed to the Board in tie week's 
agenda was seriously questioned. It was noted that most of the 
corresoondence was "received and filed” and that items requiring 
attention were directed to the City Manager. It was suggested that 
"Communications" be deleted from the ayenda since they could be 
handled between the Mayor and the City Manager. It was further 
suggested that items which the Mayor particularly wanted to share 
with her colleagues could be included in the Board Letter. 


Recommendations 


- Encourage brevity in public comments on non-agenda Ltems 
by placing a tine limit on conments made at the beginning 
of the Board meeting. 


- Schedule Hearings and Discussions throughout the day 
rather than in the morning only. 


- The Mayor and the City Manager snould jointly evaluate 
the matter of scheduling of hearings and discussicns 
and determine appropriate procedures. ' 

- Schedule "New Business” imnediately after "Comments from 
the Floor". 


- Delete undisputed "Claims Against the City" from the 
agenda and include this information in the Board Letter. 


- Delete the "Communications" section from the Board agenda. 


ITf. 


Board Action or Administrative Roview? 


In the interests of expediting the Board meetings and doing 

the City's business in an efficient fashion, certain ites 

could be deleted entirely from the Board agenda. These include 
certain budget decisions, zoning matters, and purchasing proceed- 
ings. By elininating these types of routine acdulnistrative 
matters and/or review proceedings from the agenda and del egating 
them to staff, the Board would have additional time io) consider 
major policy issues. 


Budget 


Currently wnenever a department head wishes to transfer funds 
between personnel and materials in a particular progran budget, 

a request must go to the Eoard for approval- In almost all 
cases, Salary Savings are being utilized to pay for an unantici- 
pated expenditure. One recent example of this type of routine 
request was on the 4/14/81 agenda when Public Safety went before 
the Board to request approval of a $540 transfer of funds to 
purchase a desk. While not disputing the need for controls, 

this is the type of item which should really be handled adminis-— 
tratively. I would, therefore, suggest that only transfers between 
Departments and Agencies or appropriations from the General Fund 
reserve be brought to the Board for approval. ‘Transfers among 
line items in either Personnel or services and supplies by 
memorandum to H-A-D. should continue to be done at the discretion 
of the department head, and intradepartmental transfers of up 

to $10,0GuU between Personnel and servoces and supolies and 
equipment could be accomplished with the review of MAD and the 
approval of the City Manager. 


zoning mooeals 


A number of the Board members interviewed agreed that zoning com 


manded an inordinate amount of the Board's time. According to a 


time stucy cone by Student Intern Paul Hartman, zoning and zoning- 
related items consumed 22% of the agenda in August, 1980; 9% tor © 
the month of September, 1980; 23% for the month of October, 1980, 
and 29% for the month of November. In contrast, all members of the 
Board who answered the staff survey stated that insufficient time 
is devoted to major policy or Poard initiatives. How then do we 
"clear the decks” to enable the Board to use its tire more 
efficiently and to become a more pro-active body? 


In FY '82, the Zoning Ordinance will be largely rewritten, which 
should make a substantial contribution to improving this situation. 
During this process, consideration should be given to resting the 
primary decision-making with the Zoning Administrator, with the 
Planning Commission serving as the Appeal Board. The Board of 
Directors could still retain the option of "calling up” zoning 
decisions for hearing and review, however, they would be spared the 
major portion of the zoning hearings. During the interviews with 
Board members, this suggestion was put forth with mixed reaction- 
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The Board was wary of resting so much authority with a 
fairly new Zoning Administrator. It was apparent the 
current Zoning Administrator did not have the confidence 
of the Board, because of his relative youth and lack of 
experience in the City, however, now that the zcning Ordi- 
nance is to be substantially redrafted and the current 
Zoning Administrator has had an opportunity to "age" in 
office, the time may be right to reconsider this procedure. 


As an alternative to the prooosal described above, it has been 
suggested that a system of administrative adjudication be employed, 
Similar to the method used by Federal regulatory commissions in 
handling disputed decisions. Issues of dispute are narrowed prior 
to the appeal. Therefore, the Board would not consider the entire 
zoning decision but only one oz two issues in the overall case. 
This typ= of procedure could well shorten the time required to 
review decisions, but it might be difficult for the general public 
to understand precisely how the system worked. Desoite possible 
difficulties in implementation, consideration should he given to 
this prooosal when the revision of the Zoning Ordinance gets 

‘ underway. 


Purchasing 


At the present tine, under Ordinance No. 5061, Section 3.04, the 

City Board must approve or authorize all specifications prior to 
‘bidding. The Administrative Services Agency has sugyested that this 
procedure be revised to permit the City Manager to epprove specifica-— 
tions. This procedure would save staff man hours as wel] as resulting 
in a substantial reduction in Board agenda items. . 

Under Article X of the City Charter, any purchase exceeding $10,000 
must be approved by the Board. With the dramatic inflation of 

the last few years, many more items must now come before the 

Board for approval. Examples of purchase orders which now require 
such approval include food for jail prisoners, photo suoplies for 
Public Safety, asphalt for street patching, automobile replace- 

ment parts, etc. These P.O.'s clutter the agenda and also 

increase the work load of the Purchasing Division. It is reconmmen— 
ded that the Charter be amended to increase the $10,000 limitation 

to at least $25,000. 


Recommendations 


- Modify procedures for transferring funds within program budgets 
so that Board approval is not required. 


- Board aporoval on budgetary modifications should only be required 
for inter-fund transfers, interdepartmental transfers, aporo— 
Priations from the General Fund reserve, or for intraGepartrental 
program transfers exceeding $10,000. 


- Revise the zoning appeal procedures to eliminate the substantial 
nunber of appeals now coming before the Board. This should b= 


cat 


done by either designating the Planning Conunission as the appeals 
uy or by designing a system of acainiszrative adjudication which 
WOUlu sicnificantly narrow the issues corning before the Board for 
Gecision. 


Aend the ordinance witch requires the City Roard to agorove all 
specifications prioc to bic Revise the procedure to pecait the 
City Manager to approve speciilcations. 


Amend the Charter to increase the purccinise order Limitation 
to at least $25,000- 


Iv. 


interface with the Public 


‘he weekly meeting of the Board of Directors is a public 
meetiny in every sense of the word, with the agenda dis- 
tributed several days in advance and coverag2 provided by 

the press. Since the Board is gathered to conduct the 
people's business, every cffoct should be made to accomodate 
the public's participation in this event. If the Board 
approves the establishment of a Public Affairs Office in the 
FY '$2 budget, the City will have additional resources avail- 
able to perform this function in a more effective manner. 


Agenda FLOULCESS 


It is difficult under the present arrangements for a member of 
the public to tollow the proyress of the agenda without Sitting 
in the City Chamber for the entire meeting. As pointed out 
earlier, Scheduled hearings are often not on schedule, and even 
if the recomendations offered in Part 1I of this paper are readily 
implemented, it is likely schedules cannot be adhered to in the 
strictest manner. Therefore, it would be helpful if there were a 
phone number available to the public to check on the progress of 
the agenda. ‘The citizen could then call and get a current read- 
ing on how far along the Board was and an educated guess on when 
the item of interest to him or her would be up for Board review 
and discussion. 


Press 


Press coverage of the Board meeting currently has no "give and 
take". The reporters take notes on the Board discussion and 

little effort is made by either the press or the staff to provide 
additional backyround information. Assuming that the Board imeet— 
ings will be continuing into the afternoons in the future, a 
twenty-iinute question-and-answer session for the press prior to 
the lunch break might facilitate media relations. It would 

provide an oppoctunity for the press to clarify information ail 

for the Board members to elaborate and expand on comments made 
during the discussions. This encounter should be entirely optional 
but it is likely that the City would benefit by the Board's parti- 
Cipation. It should be noted that the reporter is going to write 
the story anyway, with or without additional input. An Opportunity 
to “tell our side of the story” should improve the final product. 


It 1s envisioned that these twenty minute sessions could take 
place in the Board Conference Room with both staff and Board par— 
ticipatiny as required. This recommendation is made assuiing 
that there will be a full tine Public Affaics Officer position 
established to coordinate this activity. Questions from the 

press could be solicited in advance on Tuesday morning and the 
Public Affairs Office would be responsible for contacting appro- 
priate staff members for any additional technical information. 
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Public Comments and Anpearances 


AS noted earlier, public comments en hon-agenda iteirs should be 
limited during the morning session, with a less restricted comment 
pericd available at the end of the meting. A statement requesting 
that these comments be kept brief, not to excoe Iaknutes, should 
be written on the ayenda itself under "Comments from tne Floor” and 

a Similar statement should apoear unobtrusively on the speaker's 
podium. As can be seen from the information gathered in the Appendix 
to this report, these techniques are in wide use and make good 

sense. Riverside, California, has recently instituted a "personal 
appearance request" procedure to ensure that persons Mak ing 

requests have exhausted all administrative remedies prior to 
appearing before the City Council. This procedure, as described 

by Riverside's City Manager Douglas Weiford, works as follows: 


1. Upon receipt of a letter requesting a personal apdearance 
before the Council, tlie City Clerk determines whether all 
City government administrative remedies have been exhausted. 
If not, the Clerk submits the matter to the City Manager for 
handling and so notifies the writer of the letter. 


2. To ensure that the Council is aware of this procedure, a 
copy of the letter, with a notiation of this disposition by 
the City Clerk, is included in the weekly Council letter. 


3. If the letter writer insists on appearing before the Council 
even though administrative remedies have not been conpletely 
explored, the matter will be placed on the agenda without 
delay. 


The Board may wish to establish a similar procedure in the interests 
of better serving the public as well as expediting the business af 
the Board meeting. 


Inout for Noticed Hearings 


From tine to tire, with yreat success, the Board has used "speaker 
cards" to manage public input for scheduled hearings- There have 
also been well-attended hearings when this device has not been 

used and the result has been less desirable. The most recent 
examples of the latter were the hearings on the Old Pasadena ran. 
ing District when speakers were racing each other to the microphone. 
Speaker cards are a relatively easy technique to employ and could 
be used conveniently for all noticed hearings. The City Clerk 
could handle this function and public comments would be handled 
efficiently with far less pressure on the Mayor to control the 
crowd. Under the "Hearing and Discussion” section of the agenda, 

a notice could be included indicating that persons wishing to speak 
should complete a card and give it to the City Clerk, thereby 
ensuring that even "newcomers" to City Hall would quickly under- 
stand the procedure for participation. 
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Weitten Comments from the Public 


In addition, or sometimes instead of appearing before the Board, a 
citizen or group wishes to provide written informiation in the agenda 
lor the Board's review before a discussion 1s held and a decision is 
made. In November, 1980, the Chamber of Conmeerce related an inci- 
dent wherein correspondence was hand-carried to the City Clerk on a 
Monday but did not reach the board in time for the Tuesday aygezixia. 
After querying the Clerk, the Chamber was told that written comaunica-— 
tions must be received on the Tinursday prior to the Tuesday 

Board ineceting. If this has, in fact, been the procedure, it 

should be relaxed. The Clerk's office should forward written 
correspondence pertaining to items listed on the agenda to 

the Board if received prior to the Board meeting. This would 

give the public until 5:90 p.m. Monday afternoon to file 

additional statements. A supplemental distribution could then 

be made on Monday night or Tuesday morning, if this informa- 

tion missed the Friday night distribution. Waturally, persons 
should be encouraged to get their comments in as early as pos- 
sible, but at the sane time the City staff has an obligation 

to be responsive and flexible. 


Recomnrendations 


- Provide a phone number for citizens to call to check on 
the progress of the agenda. 


- Consider the establishment of a 20-minute question-and- 
answer session for the press prior to the lunch break. 


- Limit public comments on non-agenda items during the 
morning session. Public comment taken at the end of the 
meeting would be unrestricted. 


- Encourage brevity in public comments with a notice on the 
agenda and on the speaker'’s podiun. 


- Consider the establishment of a "personal appearance request” 
procedure, Similar to the Riverside, California, systen. 


- Use speaker cards at all noticed hearings. 
- Relax the deadline for written comments fron the general 


public and use a supplemental Monday night distribution 
if necessary. 
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Internal Review 


coordinating, organizing and packaging the rather vast volume 
Of information and recommendations for the Board's review and 
action is a conplex task made more difficult by the necessity 
for keeping the agenda prepacation on schedule and ensuring 
all items have received the appropriate legal and financial 
review. This section of the report will review the current 
internal procedures utilized in the City's agenda process- 


Yhe Schedule 


Theoretically, the agenda schedule is as follows: 


a) 


b) 


c) 


a) 


City Attorney Deadline 


Items requiring resolutions or legal review must be 
submitted to the City Attorney’s ot£ice no later than 
Wednesday at 8:00 a.m. prior to the following Tuesday ‘s 
Board meeting. (The preparation of contracts reguires 
the submission of full documentation 14 days in advance 
of desired Board action.) 


City Manager Deadline 


Other items not requiring City Attorney review, 1.e., 
City Pilea ceports, are forwarded eS ASS to the City 
Manager's office. The City Attorney's office is expected 
to forward its completed work for the agenda to the City 
Manager's office also. The deadline for all material 

to be submitted to the City Hanger: s otLice is es 


at 5:00 p-m 


City Clerk Deadline : 

The Executive Assistant, on behalf of the City Manager, makes 
a preliminary review of all agenda items- Once an item has 
been reviewed and a determination is made to place it on the 
upcoming agenda, it is forwardec to the City Clerk's office 
for listing- ‘The deadline for forwarding all material to the 
City Clerk 1s Thursday noon- 


Agenda Review 


Agenda Review takes place every Thursday at 3:00 p.m. The 
City Manager, the Executive Assistant and the City Clerk 

sit down together to review the upcoming Tuesday's agenda. 
Refinements are made ta the discussion sciedule and agenda 
calendar, and the City Manager makes a cursory review of all 
reports intended for the Tuesday agenda. 


-)12-— 


e) Friday Agenda Follow-up 

On Friday worning, the Executive Assistant follows uo on 
all questions raised by the City fianager at the "agenda 
review" and redrafts portions of reports wien necessary. 
Any major rewrites are sent back to the department heads 
for review and signature. “Late” reports, resolutions, 
and ordinances are tracked down and conferences are held 
to discuss items when there is staff disagreement or when 
additional information and research are required. 


f) Printing of the Agenda 


All final information for tre agenda must be sent to the 
City Clerk by Friday, noon. On Friday afternoon, the 
agenda is duplicated, collated, and distributed. ‘The full 
Board packet is expected to be ready by 5:00 p.m. on Friday 
and is delivered to the Board members on the Friday night 
prior to the Tuesday Board meeting. 


In reality, the agenda schedule bears only a coincidental resen- 
blance to the procedure described above. Items do not come to 
the City Hanager’s office from the City Attorney's office until 
late ‘'tnursday morning, and frequently they come in well past the 
noon deadline for submission to the City Glerk. City Manager 
reports, which do not require legal review, frequently arrive 
quite late. This results in about 803 of the agenda material 
acriving on the Executive Assistant's desk between 10:00 a.m. 
and noon on Thursday morning, leaving insufficient time to give 
a thorough review to all items. Although many of the items are 
routine and somewhat "boiler-plate”, there are always several 
which raise questions and need to be discussed with the persons 
who prepared them. Despite the lapses in the schedule, Agenda 
Review is always at 3:00 p.m. on Thursday, which means that the 
Executive Assistant and the City Clerk are usually “under the 
gun" to have items reviewed and listed so that the session can 
proceed in a meaningful fashion. 


There are several ways in which this situation could be improved. 
A major contribution to the “bottleneck” in the City Attorney's 
office is the requirement that all resolutions must be drafted by 
an attorney. An exception has been made for the PudDlic Works 
Department but all other departments are expected to adhere to 
this policy. All departments should be permitted and expected to 
prepare the resolutions that accompany their Board reports as 
well as routine contract amendients and ordinance amendments. The 
City Attorney's office would then work in a review mode. 

The same deadline for submission to the City Attorney's office 
should be kept in effect, i.e., Wednesday at 8:00 a.m. With 

the amount of drafting and clerical support substantially reduced, 
however, the City Attorney's office should be able to deliver all 
New Business items, reviewed and signed, to the Manager's office 
by Wednesday at 5:00 p.m. 
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In order for departments to effectively implement this recommenda- 
tion, a workshop should be held for personas who prepare Board iteins, 
so that the Attorneys office can instructetiem in the fine points 
o£ preparing a resolution. The City of Pallas uses a "Departmental 
Aged. Guide" for this purpose which includes a saiuple to follow 
for the drafting of resolutions which are routine "new business 
matters", 1.@-, engineering and architectural contracts, advertising 
for bids, awarding of contracts, land or easement acquisition, ete. 
For each of these situations, a one-page memo is provided in the _ 
Guide which suggests wording, appropriate attachznents and an out- 
line to follow. This type of Departmental Agenda Guid2 should be 
assembled for Pasadena which would include the agenda schedule, 
procedures for sign-offs, helpful hints for writing concise board 
reports, and a guide for the drafting of resolutions. With the 
exception Of a one-page memo circulated to his own department and 
division heads by Bill Lewis in January, 1980, I. am unaware of 

any written guidelines on Board agenda deadlines and procedures. 

A well-prepared agenda manual should go a long way toward resolving 
confusion over deadlines and generally improving the quality of 

the product. 


As noted earlier, the tardiness of agenda items cannot be entirely 
attributed to the City Attorney's office. There are a muaber of 
City Manager reports not requiring legal review which also fail to 
reach the Executive Assistant by Wednesday at 5:00 p.m. Publishing 
the schedule in an Agenda Manual may result in some improvement, 
however, an emphasis must also be placed on adherence to th» 
adopted schedule. The City of Riverside, California {which has a 
Wednesday, 2:60 p.m. deadline at the City Manayer's office for 
agenda items scheduled for its Tuesday Council meeting) will not 
accept any Council reports after that time unless they are stanped 
"urgent" and have a memo to the City Manager indicating why it is 
late and why it is essential to have it included on that week's 
agenda. If the agenda schedule continues to slip despite the 
implementation of the proposals sugyested above, then we May want 
to give some consideration to a stricter enforcement procedure 
Similar to that used by Riverside. 


Just prior to her retirement, City Clerk Harriett Jenkins suggested 
that the entire agenda schedule be pushed back one day to allow the 
Clerk's office more time to get the agenda out on Friday. This type 
of drastic change should not be necesasary if the departments adhere 
to the deadlines already established. Furthermore, we must be care= 
ful not to sacrifice substance for form. The City staff needs a 
reasonable amount of time in which to prepare items and backing up 
the schedule one day would preclude any possibility of respond- 

ing to a Board request in a week's time. When the Board makes 

a request that staff return in a week with a report, there are 

only two working days available to research, write and type the 
report 1£ it's to meet the City Clerk's nursday noon deadline. 
Therefore, one week turn-around times should be avoided unless 

the inatter is of an urgent nature. ‘Two week turm-around tines 

for revised reports or additional information should be utilized 

for isore routine matters. 


See 


Distribution to the board 
As indicated previously, the ayendas are distributed to the press 
and the Board on Friday evenings. Some jursidictions evpicy a 
supplemental distribution on Nonday evenings as wel!- Svople- 
mental distributions, while telpful in Getting last-minute items 
before the Board, should not be used in a regular fashion. The 
BoarG needs to get the full pucket well in advance of the 1 esday 
moeting if it 1s to have sufficient time to read and dicest this 
information. With rare exceotions, supplemental distributions 

Should be confined to written information filed by the general 
public. The City of Pasadena does quite well in gatting the final 
agenda packages into the hands of its Board well in advance of 

the Tuesday meeting. It should be noted that this attention to 

the timely Celivery of information is not universal in local gov— 
ernments. The City of Rochester, New York presents its Ccuncil with 
the agenda packet at 5:00 p.m. on the day of the Council neeting-. 
Kansas City, Missouri, “unless otherwise requested", also distributes 
agenda materials to the Council members on the day of the meeting. 
The City of Sacramento gets its packets into the Council hands by 
11:00 a.m. on Friday, but contiaues to amend the agenda and accept 
additional material until 3:30 p.m. on Tuesday. Likewise, Savannah, 
Georgia, does not finalize the agenda for the Council until noon on 
the day of the session. Also, many jursidictions do not have weexly 
business meetings, but rather conduct their meetings every two weeks. 
Local governments meeting bi-veekly include Huntington Beach, Calif-— 
ornia, Santa Ana, California, and ArlingtonCounty, Virginia. Con- 
sidering the volume of materials which must be written, reviewed, 
asseibled and distributed on a weekly basis, it would apsear that 
Pasadena's agenda process compares well with other large Council- 
Manager governments. 


Internal Sign-Offs 


Currently the City follows an erratic procedure for the review of 
agenda items. The intent is to have departments impacted by recom- 
mendations review and sign-off. For items with a fiscal impact, 
there is usually a joint sign-off by H-A.D. and Finance. The 
process is not consistently followed, however. Occasionally, a 
report will arrive on the Executive Assistant's desk, which has 
clear fiscal and personnel implications, or a major inpact on 
another department and it will bear only the signature of the 
department head who prepared the report. At other tines, 
reports have been received with so many signatories 

that they rival the Declaration of Independence’ ~ 


Arlington County, Virginia, recently chanced its format. 
Formerly department heads would sign the report along 
with the Manager- With Arlington's format, a "buckslip" 
is attached to the report so that the Manager knows the 
report has "made the rounds”, but the buckslip is removed 
before the item is sent to the Board. Most jurisdictions, 
however, follow the format used by Pasadena where the 


-15- 


departrent head signatures appear on the Board reports. 
Mis Cucrent pcocedure is a good one, but rexjulres sone 
cl=cification. 


Currently, there 1s a joint sign-off by H.A.D. and the Director 
of Finance as to availability of funds. This appears to be a 
redundant exercise. The following procedural change is 
suggested: 


1) Certification of availability of funds should be done. by 
M.A.D. only. 


2) -.A.D. should also determine 1f£ a Journal Voucher is needed 
and take the resoonsibility for requesting the Finance 
Department to prepare the Journal Voucher. 


3) All other ayenda items related to the subject of finance 
(including State and Federal Grant Applications) snould 
continue to be subaitted to Finance for sign-off. 


Both M.A.D. and Finance concur with the above-listed recosmendations- 
In addition to signing of£ on availability of funds, M-A-D- review 
should include a consideration of alternative fund sources and 
accuracy of data. H.A.D- had suggested that the "necessity" of an 
expenditure should also be included in this review process; nowever, 
it is my opinion that this role more properly belongs to the depart- 
ment head and the City Manager, and ultimately, of course, to the 
Board. . . 


Agenda Review 

) 
During the course of this study, there have been a number of persons 
who have indicated an interest in participating in the Thursday 
afternoon "Agenda Review", however, extensively broadening the 
participation in this session could produce an unwieldy group 
seriously diminishing efficiency. 


Various department heads mentioned that several years ago the 
City Clerk would distribute copies of the agenda at a Friday 
morning breakfast meeting chaired by the Assistant City Manager. 
At that time, department heads would get an early look at the 
upcoming agenda. A suggestion has been made to reinstate this 
type of meeting. Rather than expanding Agenda Review, an in- 
formal meeting of this type could be helpful. Department heads 
should not be unnecessarily tied up as. each item listed is 
reviewed in detail, however. Instead, it should be an optional 
half-hour coffee and donuts session, where agendas are distributed, 
a quick review is made, and questions which were raised at the 
Thursday afternoon agenda session review can be referred to the 
appropriate department. This type of departmental. participation 
would undoubtedly facilitate follow-up and imbrove interdepart— 
mental coordination and cooperation. 


Recommendat tons 

- Allow the departments to draft their owa resolutions and sulsait 
them to the City Attorney's office for review no later toon 
Wednesday, 8:00 a.n. 


- The City Attorney's office should adhere to the schedule for 
delivering agenda items to the City Manayer's office by Wednesday 
at;5:00 p.n. 


- Prepare a "Departmental Agenda Guide” which would include a 
guide for drafting resolutions, the agenda schedule, procedures 
for sign-offs, Board revort format, and helpful hints for pre- 
paring well-written reports. 


- Conduct a periodic workshop for all personnel involved in the 
agenda process to review the recommendations in the Agenda Guide. 


- Emphasize strict adherence to agenda schedule. Enact enforce- 
ment procedures if necessary. 


- Discourage the Board from requesting a report by the next meeting. 
Encourage two-week turn-around times. 


- Utilize supplemental distributions for written comments froa 
the public and for emergency items only- 


- Continue policy of internal sign-offs on the Board reports with 
some clarification: 


1) Certification of availability of funds should be 
done by H-A.D. only. 


2) M.-A-D. should determine the necessity for a Journal 
Voucher and forward request to Finance. 


3) All other agenda ttems related to Pinance (including 
State and Federal Grant Applications) should continue 
to be submitted to Finance for sign-off. 


- Hold informal Friday morning meetings to distribute agendas 
to interested department heads and to answer questions. 


aa Pie 
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ne Board Report 

Using a questionnaire, the five continuing mambers of the 
Board were asked 1 they were satisfied with the presentation 
of information received from the staff. Witile generally satis—- 
fied, Board members criticized reports as "too wordy" and 
"tedious". One Board masber stated that reports are "too widely 
variable in quality" and another requested that Fiscal Lapacts 
be cleacly identified. A retiring member of the Board observed 
that agendas keep "growing heavier" and Directors nust wade 
through an ever-increasing amount of Paper. He suygested that 
Board reports be summarized in one page with additional detail 


_ provided for Board members interested in bursuing it. 


On the following page is a suggested format to be used for pre- 
paring reports to the Board. The first four paragraphs of the 
report are designed to provide an "executive summary” which 
immediately gives the reader the critical information on the 
item. Therefore, the reading and comprehension of the reports 
by Board members will presumably be easier and less time- 
consuming- This format should also assist the preparer in 
ensuring that the information presented is orderly and complete. 


If a report is a single paye or less the Suimiary Section would be 
eleted in favor of a Background Section. If a report is greater 
than two pages, the Sumnary Section would be mandatory. 


All fiscal impacts should be identified in the Fiscal Inpact 
Section. If there is no impact, it should be so stated. 


In matters where the Board is being requested to aporove an 
expenditure or budgetary revision, M.A.D. has Suggested that the 
question of whether funds are appropriated in the budget for the 
specified purpose should b= answered clearly and precisely. If 
funds are budgeted, the account number and name should be stated. 
If funds are not budgeted, the report should indicate this and 
state the alternative source(s) of funding proposed. Other in- 
formation which i.A.D. believes should be included in the Fiscal 
Impact Section is the future fiscal impact of decisions made today, 
€-J-*, a new program may be funded now out of salary savings with 
no appreciable impact, yet the Board should be reminded that it 
represents a net addition to the following year's budget. Other 
relevant information on fiscal impact which should be discussed 
where applicable includes: revenue impact, both short and long 
term; impact on the Capital Improvement Progra; additional per— 
sonnel requirements or chang2s in the established PTS level; and 
impact on maintenance costs. 


SAPMIPLE BOARD REPORT PORAAT 


TO: Board of Directors Date 
FROM: City Manager 
SUBJECT: 


RECOMMENDATION 2 
No more than one paragraph. 
PURPOSE: 
No more than one paragraph. 
No more than two paragraphs. . 
Sunmary can be deleted if report is a Single page or less. 
BACKGROUND = : = 
This is the géneral discussion and necessary backup 
material to support the recomaendation. 


FISCAL IHPACT': 


Respectfully submitted, 


City Manager 


Prepared by: 


Name; Title 


Concurrence: 


Name; Title : 
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Hany jurisdictions do not prepare Poard reports on all iteias. 
Some topics Of a routine nature are susmarize! in two or three 
sentences on the agenda itself. ‘This type of communication nay 
be approoriate for such things as tract map aporovals and 
acceptances of subdivisions. The cities of Savannah and Mllas 
regularly sumaarize "New Business” action itews on their Consent 
Calendar in this manner. 


The City of Dallas "Departmental Agenda Guide" gives the follow- 
ing basic instructions to the stafF: 


“The City Council makes policy decisions on ‘the basis of 
one sentence: the agenda item. Each item on the council 
agenda 1S an "agenda sentence". It is critical that the 
agenda sentence contain all the information necessary to 
maxe an informed decision. Because of tha great volune 
Of decisions to be made, it is equally important that the 
agenda sentence be concise. 


The agenda sentence becomes an official city document, and 
a permanent record of the city's business. As public in- 
formation, 1t must be clear and understandable to those not 
yet familiar with the action to be taken. 


Responsibility 


As public officials most familiar with the item of public 
business, it is your responsibility to: 


1. Make sure all relevant information is in the 
ayenda sentence. 


2. Present the information logically. 


3. Describe the item of city business Clearly, so 
that it is understandable to those not yet familiar 
With: LE. 
Basic Form 


The agenda sentence should always answer these questions: 


li. What? 
2. How much? 


Usually the agenda sentence also answers these questions: 


1. Where? 
2. Why? 


It is often necessary to answer these questions: 


1. Who? 
2. When? 


Wnen constructing an agenda sentence, answer the appro- 
priate questions in the toilowing order: 


lI. What 
2. Why 
3. Where 
nn Sie} 
5. When 


6. How much 


Answering the Six questions in order is the basic form 
of the agenda sentence.” 


Dallas does not rely exclusively on the "agenda sentence”. On 
more complex subjects, a Separate meno is forwarded to the 
Council members so that they will have access to background in- 
formation on the issue. It would be interesting to experiment 
with the Dallas approach on routine administrative- matters. 


Ordinances 


While staff has a tendency to overload the Board with details on 
administrative items and informnational reports, the opposite is 

the case when presenting ordinances. Under the current system, 

the title of the ordinance is listed under Section XI of the 
Agenda and whether it is a first or second reading is also in- 
dicated. Often there is no “cover” meno summarizing the- 

intent of the ordinance. For example, the April 14 agenda carried 
two Ordinances, a first reading of an ordinance prescribing the 
powers and duties of the Community Development Commission and a 
second reading of the ordinance to aiend Article 15 of the Charter. 
In neither case was there any type of transmittal memorandun. 
Rather, the Board members must work their way through the legal 
language to determine the thrust of the proposal. Major questions 
go unanswered as to the magnitude of the policy change, cost and 
revenue projections, and operational impacts. Kansas City, Missouri, © 
routinely uses the forma shown on the following paye to introduce 

a proposed ordinance to its City Council. With some modifications, 
this type of "Ordinance Fact Sheet" would be a good addition to 
Pasadena’s agenda procedures. 


Recommendations 


- Utilize a standard format for the preparation of Board reports 
which will provide a four paragraph "Executive Summary” and 
include a "Fiscal Impact" section. 


- The "Fiscal Impact" section should state if funds have been 
budgeted for an expenditure, and indicate the name and nunber 
of the account. If funds are not budyeted, the report should 
sO indicate and state the alternative sources of funding proposed. 
Future fiscal impacts should also be described. If there is no 
impact on the City's General Fund, this should be stated. 


oy 
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Consider the use of an ebbreviated format for routine 
acainistrative 1tems similar to the system employed by 
ie Ciey toe te base 


Utilize an "Ordinance Fact Sheet” when presenting prososed 
Oriinances to the City Poard. 


Pe ap Nees 


’ 
v. 


~ 1 
Or ee Boas Be | NaN oa ; | 


DR ieee oo wag Cee Fines. Bisa 
(rene aie | Be, Sheet Ordinaune: Nisader 


PENSE RAN [ 


Brief Title Aoproyat Deadline Reason 
ES PN Stee eas ae SE Bh peel a Ae Rh See ee ee ee ne eae 
Details Positions / Recammendations 
- Peet a te tt Patt «yy EA | a jos = — —— —_— 
Reason for Leyistetion Sponsor 


Progratis, 
Departments, 
or Groups 
Affected 


Applheants / 
Proponents 


Applicant 


City Depertment 


Opponents 


( wSCUssior 
fincludsg relationship to other Council actions) 


Grevups or Individuals 


Basis of epposition 


Staff 


fa For 
LJ Agaunse 


Reason Against 


Recomimermtation 


Board or 


By 


a For zz Against Esl No action taxen 


For, wrth revisions of conditions 
{see detarls column for conditions} 


Commision 


Recommendation 


Council fl 
Committe Actions Do pass 
( C] Do passlas amend=d} 
i a Commicese Sub. 


a Without Recommendation 


a tlold 


Palicy / Progra Impact 


Pohey o8 Proyean 
Change 


Assassment 


Finances 


Cost & Revenue 
Projections 


Cost vf Legislation = __ 


Increas2/D2¢r=as2 in Revenue Expecicd Aneviiatly 


Fund Sources 


Apphabie Dates 


Fact Shoat Prepared by: 


Reviewed by: = 


Reference Numbors 


Viiv; 
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Inplematation of Recomnendations 
This report contains over 36 recommendations for revising the 
current agenda format and prucedures. These suggestions, i€ 
inplerented, world substantially affect the operations of both 
the Board and City staff. Thevefore, a corpechensive review of 
this report and its recommendations should be conducted by both. 
Tne Executive Committee would appear to be the Teyical group to 
contribute staff input on these prooosals. ‘ihe Finalized staff 
report should then be referred to the Board for its review ard 
mment. 


Once agreement has been reached on these various proocsals, the 
timing of their implementation must be determined. August '3l 
would appear to be a good date since it would coincide with the 
new fiscal year, the hiring of a City Clerk, and the establish- 
ment Of a Public Affairs Office. It would also allow sufficient 
time for the preparation of materials required by a new format 
and procedure. These could incluce a pre-printed first page for 
Board Reports, an Ordinance Fact Sheet, and a "Departmental Agenda 
Guide". To facilitate the transition, a half-day workshop should 


-be held for all persons involved in agenda preparation. 


kecormnendattons 


- The recommendations in this report should be revicwad by both 
the staff and Board. 


- Inplerentation of revised procedures should begin by August 'S8l. 


- A workshop should be held to facilitate implementation. 


-25- 


Nate Be Sars 


Summary Of Recommendations 


The @yenda Format 


Limit “Comments from the Floor” at the beginning of the 
Board meeting. Allow unrestricted pubic comment on ncn- 
agenda items at the end of the meting. 


Schecule "Hearings and Niscussions" throughout the day 
rather than in the norning only. 


The Mayor and the City Manager should jointly consider 
the procedures currently in use for the scheduling of 
hearings and discussicns. 


Schedule "New Business" inmediately after "Comments from 


the Floor". 


Claims to be handled in current manner, however, amounts 
and other information regarding claims should not be listed 
on the agenda. 


Delete the "Communications” section from the Board aaenda. 
pe | 


Board Action or Administrative Review 


icdify procedures for transferring funds within prograics 
budgeted so that Board approval is not required- 


Board approval for budgetary modifications should only be 
required for: interfund transfers; interdepartmental transfers, 
intracepartmental program transfers exceeding $10,000; and 
approoriations from the General Fund reserve. 


Revise the zoning apoeal procedures to eliminate the sub- 
stantial number of avoeals now coming before the Board. ‘TYhis 
should be done by either designating the Planning Commission 
as the apoeals body or by designating a system of administra- 
tive adjudication which would significantly narrow the issues 
coming before the Board for decision. 


Amend the ordinance which requires the City Board to aporove 


all specifications prior to bid. Revise the procedure to 


permit the City Manager to approve specifications. 


Amend the charter to increase the $10,000 limitation on 
purchase orders to at least $25,600. 


Interface with the Public 


Provide a phone nunber for citizens to call to check on the 
progress of the agenda. 


Consider the establishnent of a 20-minute question and answer 
session for the press prior to the lunch break. 
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- Limit public comments on non-eygenéa items at the Seg inniisy 
of the meeting. Allow unvestricted uuplic cowsont at tho 
emt of tho meeting. 


- Encourage brevity in public coments with a notice on 
the agenda and on the speaxer's podiua. 


- Consider the establishment of a "personal apps 
request procexiure" sinilar to the Riverside, C 
system. 


- Use speakers cards at all noticed hearings. 


- Relax the deadline for written comnents from the general 
public and use a supplemental Monday night or Tuesda 
morning Gistribution if necessary. 


Internal Review 3 


- Allow the departments to draft their own resolutions and 
Submit them to the City Attorney's office for review no 
later than Wednesday at 8:00 a.m. 


- The City Attorney's office should adhere to the schedule 
for delivering agenda items to the City Manager's office by 
Wednesday at 5:00 p.m. 


- Prepare a "Departinental Ayenda Guide” which would include 
a guide for drafting resolutions, the agenda schedule, 
procedures for sign-offs, Board report format, and helpful 
hints for preparing well-written reports. 


- Conduct a workshop for all personnel involved in the agenda 
process to review the recommendations in the Agenda Guide. 


- Emphasize strict adherence to the agenda schedule. Enact 
enforcement precedures if necessary. 


- Discourage the Board from requesting a report by the next meet— 
ing. Encourage two-week-turmaround times. 


- Utilize supplemental distributions for written coments fromm 
the public and for ewergency items only. 


- Continue policy of Internal Signoffs on the Board beporks 
with some clarification: 


1) Clarification of availability of funds should be 
done by H.A.D. only. 


2) M.A.D- should determine the = 2cessity for a Journal 
Voucher and forward the request to Finance. 
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3) All other agenda items related to Finsace (including 
State and Federal Grant Applications) should continue 
to be submitted to Finance for sign-off 


- Hold informal Friday morning meetings to distribute agendas 
to interested departnent heads and to answer questions. 


‘he Board Report 
- Utilize a standard format for the preparation of Board 
reports which will provide a four paragraoh "Executive 


Summary” and include a "Fiscal Impact" section. 


- The "Fiscal Impact” section should state if funds hav 
been budgeted for an expenditure, and indicate the nane 


and number of the account. If funds have not been budgated, 


the report should so state and indicate the altermative 
sources of funding prooosed. Future fiscal impact should 
also be described. If there is no fiscal impacts on the 
City's General Fund, this should be stated. 


- Consider the use of an abbreviated format for routine 
administrative items similar to the system employed by 
the City of Dallas. 


- Utilize an "Ordinance Fact Sheet” when aes proposed 
Ordinances to the City Board. 


Inplementation of Recommendations 


- The recommendations in this report should be reviewed by 
th the staff and Board. 


- Implementation of revised procedures should begin in 
August '8l. P 


- A worksnoo should be held to facilitate implementation. 
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Hanaygement and Comments in Other Jurisdictions 


City of Savannah, Georgia —- Savannah has a distinct system for handling 
public coment on non-agenda items. Individuals wishiny to address the 
Council must send a formal letter of request to a Staff Assistant to the 
City Hanager before a scheduled Council meeting, giving their name and 
topic which they wish to discuss. ‘The Assistant contacts individuals if 
clarification is needed. A list is made, and all discussion of non- 
agenda ites is handled directly after the minutes are read at the begin- 
ning Of each Council meeting. Individuals are requested to keep within 

a 2-3 minute time limit, although this can be relaxed at the discretion 
of the Mayor. During scheduled public hearings, all public comment is 
heard after the appropriate presentations, with individuals allowed to 
speak tor as long as they want. In the case of controversial issues 
attracting larger numbers, groups are asked to use representatives who 
will speak for those present. A list is used to record those present but 
unable to speak, with all the names subsequently attached to the minutes 
of the hearing. 


City of Kansas City, Missouri - The City Council of Kansas City does not 
recognize comments from the floor on any item, agenda and non-ayenda, durciny 
Council meetings. Rather, Kansas City uses a standing committee systeia 

that meets the day before normal Council meetings (The Council meets Fridays, 
January to June; Thucsdays, from July to December). Cormnaittee meetings are 
used to near public comients on non-aygenda and scheduled public hearinys. 
individuals may speak for as long as they choose during both types of 
Sessions, although coiments rarely exceed 4-5 minutes. Public hearings are 
scheduled during Council meetings, with occasional solicitations for public 
comment relegated for discussions of the budget. People do not come into 
Council meetings and expect to speak. 


Arlington County, Virginia - The Council in Arlington County schedules public 
consent on non-agenda items tor the fourth Saturday of each month. Dacing 
this Council meeting, an agenda itein entitled, "Citizen Comment" is schoduled 
for 9:00 a.m. At this time, an unlimited number of individuals are allowed 
to speak on agenda and non-ayenda items, for an unlimited amount of time. 
During scheduled public hearings, individuals must submit a fomn requesting 
to comment before the Council. On the form, individuals must include their 
nanes, topic of discussion, and desired ainount of time they wish to sreak— 
either 2 or 5 minutes. Those requesting to make 2-minute presentations go 
first; those asking for 5 minutes go second. A timer is used by the County 
Clerk to ensure that the time limit is upheld. Depending on the issue, 

the Council allows individuals to go beyond their specified time allottment. 


City of Alexandria, Virginia - The City Council of Alexandria, Virginia, 
does not allow public coments during their monthly legislative meetings. 
Instead, the second and fourth Tuesdays, and the Saturday after the second 
Tuesday of each month, are devoted to "public hearing meetings". The 

9:30 agenda item for these meetings is called the "Public Discussion Period". 


At the beginning of each meeting, up to six people Ray Sign up to discuss 
any issue of their choosing for up to 5 minutes ‘each. ‘The SVU Ont, 
WELGE Gols) Cio Che Cee Clr tere count Naimnes , aairesses, LTE the intividual 
1s being compensated for his or her appearance, and if the individual is 
representing an organization. Individuals who naxl more that 5 minutes 
for thelr presentation may petition for m0ce time to the City Clerk the 
day before the public hearing meeting, or arrange for oth=rs to cext= 
their S minutes. Alexandria uses a timer anda light to keep presentations 
within their allotted time period. Schaduled presentations during legis—- 
lative meetings do not provide tor public input. 


City of Phoenix, Arizona — Tne City of Phoenix has two types of Council 
meetings: Forth Sessions and Policy Sessions. Formal Sessions 2 e used 

to enact ordinances and conduct city business; Policy Sessions are used as 
Study meetinys encouraying general discussion, with no leyally binding 
actions taken. During Policy Sessions, individuals are recognized to speak 
at the discretion of the Mayor; there is no requirement that the public 

must be heard; and nom-agenda items are not discussed. ‘The Formal Session 
does allow coment on agenda items, with the amount of time allotted for 
individual discussion at the Mayor's discretion. The last item on the ayenda 
of the Formal Session is entibleds “Pecieion Request", where non-agenda iteias 
are addressed. Two or three Council menbers Stay (on a rotational basis) for 
the Petition Request period. Individuals wishing to speak must fill out a 
Request Card with their nane and topic of discussion listed. With staff 
Wauwbers present, the Council orders that the appropriate department handle 
the issue raised. A light is used by a Council member during the Petition 
Request period to notify the citizen that their presentation should be 
completed. 


Montgomery County, Maryland - Allows 3 minutes for individual presenta—- 
tions at heacinys and 5 minutes for testimony on behalf of a group. A timer 
ls used to enforce the limits. ‘the staffé cateyorizes all speakers and 
organizes them into an agenda for testimony, based on advance notice received 
froia prospective speakers. For budget hearings, testimony is organized 
according to the subject (areas of the budget) each speaker plans to address. 
In other cases, speakers are arranged into Pro and Con Groups so the 

Council can diyest the testimony in an organized way. Although potential 
speakers are uryed to notify the staff before a hearing, additional comments 
are taken from the floor at the end of the meeting. Most citizens, however, 
call in advance. 


City of Dallas, Vexas - The City of NPallas sets aside two time periods during 
Council meetings for non-agenda items. The first is at the beyinning of the 
meeting, where individuals are allotted a 3-minute time limit. At the end 

of the Council meeting, individuals are allowed a 5-minute limit. For either 
time slot, speakers must first sign up either on the day of the Council meet— 
inj, Or the day before in the office of the City Secretary. When signing up 
to speak, Dallas requests the name of the individual making the presentation, 
the topic, how they had heard about this option, and the City staff (if any) 
contacted on the issue in question. A timer and a bell are used to limit 
individuals to 3 or 5 minutes. All public hearings are held at 2:00 tehi-'s 
even 1f the Consent Agenda for that day has yet to be completed. Once again, 
a S-ninute time limit is enforced, although representatives of groups are 


given 15 minutes to make their presentations, with the names of those 
represented, but unable to present, Listed and iudle part of the record. 


YL 


City of Wichita, Kansas - The first item listed on every agenda in the City 
OlWwicilte 1S cntitled,) Sruolie Agandat.! “Gins 1uolic ajemia allots 5 minutes 
each Lov up to five poople to speak on any matter except those issues in 
Litigation and discussion of city personnel. Individuals may request an 
extension of the S-minute limit, which is granted only when a majority of 
the Council is in ayreement. hose wishing to speak must submit a rexuest 
by noon of Wednesday before the following Tuesday meeting, with information 
listing the topic to be <liscussed, the address, and telepione number of the 
citizen included. Scheduled public hearings ave subject to a city-wide, 
10-day notification policy. At the conclusion of the acpropriate presenta- 
tions, the Mayor calls for public input, again limiting comments to 5 
minutes. ; 


City of Rockville, ilaryland - ‘the City of Rockville, Maryland, opens the 
floor to citizen comnents at a specific time—8:15 p.in.— each week. The 
"Citizen forum" places no time limits or restrictions on the numbers that 
may comment betore the Council. ‘The lone restriction imposed is that there 
be no discussion of issues scheduled for public hearings. A City Newsletter 
maLled to every household in Rockville advertises the dates, times, and 
topics of scheduled public hearings. Those wishing to address the Council 
must call in beforehand, oc sign up the evening of the meeting to inform 
the Council and stat& that they wish to comment. 3 minutes are given for 
ludividual coments, 5 linutes for those representing ocgunizations. In- 
dividuals may approach the Council a second time at the conclusion of all 
presentations. Both a timer and a tell are used to limit discursiveness 
enc abuses. 


City ot Sacramento - The City of Sacranento has an agenda item labelled 
"Citizens AdJressing Council", generally in the middle of the agenda. Com 
ments are limited to three minutes. During public hearings, individuals 
may comment on each item presented, without a time limit imposed.. With 
controversial items, or those issues attracting larger audiences, a spokes-— 
man is called forward to represent the large yroup present. 


City cf Santa Ana - Santa Ana has an agenda item called "Period of Oral 
Communication” to tacilitate comments from the public on non-agenda items. 
“nose wishing to address the City Countil must submit a slip of paper 

which includes a request for the pernaission to speak, the individual's name, 
and the topic to be discussed. Individuals are given a 5-minute time limit, 
with a Green, Yellow, and Red lightiny device used to siynal when the 5- 
Minute period has expired. This sane system is used during scheduled public 
hearings, with a S-minute limit imposed on co:ments from the floor, as well 
as the cosments of applicants in the hearing. Extensions are granted at the 
discretion of the Council in collective agreement. 


Caty of Anaheim - The City of Anaheim does not permit comments from the floor 
on non-ajenda items at a particular time during Council meetings. Yhere is 
no separate listing on the ayenda asking for public comment. Rather, those 
wishing to speak forward a note to the City Clerk listing their name and 
desired topic of discussion, with the note then forwarded to the Mayor who 
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can decide wheher or not to call the individual forward for a S-minute 
presentation. During scheduled public hearings, the MAYOR SOUICIES COMMaIES 
in 
a) 


ros ‘the £loor, inforiwing participants that although there sono  Cipea pats 
mn their <hscussion, comments should be kept as brick as POSSiLb le BRspre— 
Sentatives of large groups are often asked to cone forward to comment. 


City of Fresno —- The City of Fresno pemaits coments From tho public on non- 
agenda items at particular times during Council meetings. Individuals wishing 
Le &ikess the Council must subsait a Reuguest-Tb-Avgear letter to the City 
toaager's office 10 days before the Council meeting of their choice, listing 
thigir nane, background, and topic of discussion. Tae letter is then reterred 
to tie appropriate ‘city staff, withvup to 503) of al) rexjuests for appearance 
before the Council resolved over the phone, or by appropriate stat£ action. 
For cases that must appear before the Council, special times are arranged 
with the citizen, and their names entered onto the agenda. Individuals are 
limited to 5-minute presentations, with a Green, Yellow, and Red lighting 
phe egy SEL when their presentation time has expired. For public hear- 
iongS;the Mayor asks for audience input at the conclusion of the topic 
discussed with the 5-minute tine limit enforced. Fresno distributes a 

onc page description of this process as individuals enter the City Council 
Chanoer. 


City of Huntington Peach - The fifth item on every agenda of the City 
Council of Huntington Beach is entitled "Public Cosments"”, which allows 
individuats a 3-ninute tine limit to comment on any topic of their choosing. 
Tuirty minutes are devoted to public comments. Individuals Wishing to speak 
must fill ont a form available in the Council Chamber, give it to the City 
Clock, with the Myor calling individuals forward. hose who have signed 

up aml wish to speak on related issues inay relinquish their 3 minutes to a 
Single speaker, with a limit of 9 minutes per person in such circunsteances. 
A timer and bell are used by the City Clerk to ensuce that the time limit — 
1s upheld. During scheduled public hearings, public coments from the Floor 
are solicited with no time limit imposed, although representatives of large 
groups are encourayed to speak. Attachwents are distributed to the audience 
before Council meetings detailing the rules, procedures, and limits on 
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City of Lony Beach - the 2:00 p.m. time slot on every other Tuesday agenda of 
the City Council of Long Beach is reserved for "Citizens Comaents". Indiv—- 
iduals are allowex! to come forward and speak for 5 minutes each. Signs posted 
in the lobby of the Council Chambers and on the lectern itself notify the 
public that they are limited to S-minute presentations, and to non-agenda 
itoas exclusively. Public hearings are always scheduled for the afternoon, 
with the public allowed to comment using a loosely regulated S-minute time 
Limit. 


City of Riverside - The City of Riverside allows comments from the floor on 
non-agenda ites at the conclusion of all the scheduled business. There is 
no tine limit imposed on such comments. Comnents on agenda items and public 
hearings are restricted to 3 minutes for individuals, 5 minutes for a spokes-~ 
man of a group. On items that attract a large nuyber of commentators, a 
timer and placard are used to enforce the time restrictions, with the Hayor 
continually instructing the public to remain within the time limit. 
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